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Seeurit {nformation

10 September 1952

MEMDRANDUM FOR: Chief, Zastern Europe Division
SUBJECT t Request for Temporary Duty Assignment

1. The Administration Course conducted by OTR(2) inecludes
instruction in £1e)d procedures relating to supply, oersonnel, travel,
finence, and comrmniocations, Most of the studenis taking this course
are gcheduled for oversces assignments.

2, For meximm effectiveness, Instructors in this course should
have recent direct knovledge of field administrotive procaedures and
preoctices, Conmequently, it is considered highly desirable thet a
mexber of the present instructor staff be sent to the field on temporary
duty for e period of sbout sixty days to obtain this Imowledga.

3. Specifically, it is requested that ba given
& temporsry duty sceigrment of uintgndays with the saion, 25X1A6a
offoctive ar soon an lonble. order for he in first-

hand ¥mowledpe of field clerical end administrative problems, it 1s
requsrted that she be given ms much on-the-job experience as possible
vith such unite as Pouch Desk, Reglstry, Cable Center, Supply, and
Adminietrative Office.

4 It is slso requested that, during this assigmment, she bs oy o,
prortunity to visit briefly a installation

Blis suggested) in order to receive & briefins on the
PR prooedures of & field station under h 25X1C4a

It 4s desired that, if poesible, 1t be arrangad for Mlss
25X1A9a travel one wey by ses and the other by alr, in order to
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: ight into the travel diffioulties emcountered bty inexperienced
employess.

6, Persoral information on _iﬁ gttoched to this request.25X1A9a
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MATTHEY BAIRD
Direator of Treining
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